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Purpose Describe how applicants/clients are to be notified of ineligibility 

  

 

Notification of 

Ineligibility 

 

When a WIC applicant/client is found to be ineligible for any reason they 

must be given a completed "Ineligibility Letter for WIC/CSFP" at the time 

they are found ineligible. 

  

 

Notice of Fair 

Hearing 

 

The right to a fair hearing and how to request a fair hearing are a part of the 

Ineligibility Letter. 

 

 

Completion of The 

Ineligibility Letter 

 

The Ineligibility Letter should be completed as described below.  An 

example of a completed letter may be found later in this procedure. 

 
 

Step Action 

1 Circle WIC at the top of the letter to designate the program in 

which the client has been found ineligible for. 

2 Write client's/applicant’s name(s) who are ineligible for WIC 

on the line(s) at the top of the letter. 

3 Mark the box(es) indicating the reason(s) the client has been 

found ineligible for program participation. 

4 When the letter is used for more than one person staff should 

use the corresponding number by each person’s name and 

write this in the box next to the reason to indicate why each 

person was denied WIC benefits. 

5 The date checks were last issued to the client should be 

completed.  The period of time for which the benefits were 

issued (i.e. Monthly, Bi-Monthly) should be marked in the 

appropriate space. 

6 The date the notice is effective should be filled in by staff.  For 

more information on determining the date when benefits end, 

refer to Section E, page 2 of this volume of the procedure 

manual. 

7 The staff member giving the client the letter should sign and 

date the letter. 
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Client’s Copy 

 

The completed letter should be given to the client/responsible party. 

 

 

Documentation Form 

Was Given 

 

Staff should document that the Ineligibility letter was given by recording 

the date given and their initials in the appropriate area on the WIC 

Certification Signature Form.  See example below 

 

 

Translation of Form 

 

The Ineligibility Letter for WIC/CSFP is available with English and 

Spanish printed on the same form. 

 

 

Ordering 

 

Copies of the Ineligibility Letter for WIC/CSFP, for use in clinics, may be 

ordered from the State WIC Office.  Order using the "WIC Materials Order 

Form for Forms. 
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      English WIC/CSFP Ineligibility Letter:                                
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        Spanish WIC/CSFP Ineligibility Letter: 

     

        


